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RJSXNCTQKnWT HO* 1 

Uus Clearance Card JMm m well an the Croats 
teferenee Book raflecting esse «a»a and Office af Security 
assigned *S* rmtwe** utilise a copy of fans 772 and Office 
of Security mamma&m reflecting ’*f* f n ua feer s for cross refer* 
a»c® and suspense over the case vhile in process. 

Justification : 

'Hie iafcwatioa posted to the Clearance Card lodes and 
Cross Hefereaoe Book duplicates la tawtlM available withta 
FS/Seeerity office and elsewhere altbta the dappert staff is 
the form of (l) copies of recast few 772, (2) copies, of 
notification of asslgnaent of W S W marfbers received frca the 
Office of Security, end (3) copies of clearance notification: 
to the field. 

Our fiitdlr^gs reveal that the priaary Jmttfication for 
raietiswnce of any records relative to clearance# in the 
Security office is to p ro vi de a reference source to the 
Security Officer for follow up during processing, to identi- 
fy clearances received mth ease manes, and to insure proper 
notification cf Per&/Uaifei and Brawhes. Once clearances 
arc received, id e ntif ied and fomsarded, no need of records 
in the IE Security office raaoins* 

3ropa®e& Procedure; 

(a) Detach one copy of few 772 at tia» of release 
to Office of Security and file alpfcid»tleaXXy. 

(b) File copy of Office of Geearity ra a nrandim 
relative to assi^osent of **8* mnrtN»r in asrarisal 

mt$& euee* 

(c) Upon receipt of clearance amxrendua, identify 
cauie by referral to mm fixer file, and. forward 
clearance and "S' ! aaaiber aasigaaent nemaranam 
to asrs/B&it or Branch roar their retention m 
record copy. 

(d) Open a new 772 file e v er y six snaths, hold old 
file an additional six snaths and then destroy. 
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Kara vmmasm m. 2, 

DiseoitfclSM© minteiewiee of Out Mapsteh tog. 
tTustlf toetioa* 

Ttere is m regulatory »fa±rssjarat1s for logging; at tMc 
lead. record copies of all Sacarity Officer originated 
dis p a t ch e r. are available for reference pBpaaaa* Sb® cover 
ubeet ou the record copy of dispatches originated elsMWdwre 
in the Mvicloa vlll indicate shether flarafitlSa OKMOPMOMee 
vaa concurred ia or r eleased lay tha Security Officer. 


PU3DCMSE5A3OT HO. 3 

Diacoutijme sending copies of the initial. aeathly schedul# 
of Dlvlgixm ftersaenel far "On 0*22 Sutg^ to the Cable Secretary 

and 

Jus tificatiou : 

3fc» waldy listing of actual aaslgaaent of pcrwamnel to 
•shis duly fulfill* the re^nireaMmt of notification to these 
office®. Distribution of copies of the seathly listing d»ich 
Is subject to change prior to dates of duty ©ould *®Hy lead to 
eoefaatett on the part of thte© offices as to t&ich is the 
official UsUag. 
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